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Present trends among neurotic 
typewriters, 39 N 

Product points, 158; 110; 9N; 
5D, 3; FF; BM: 9 Mary; 
9 Ju 

Profit and loss statement, 18 Ju 

Public relations, 16 D, 18 May 

Public speaking, 27S 

Puerto Rico—Que pasa? 2, 20 
May 

Puffs and paints, 82 A 


Quinn, Helen E., 
Civil engineering terms tm 
Gregg Simplified, 42 J 


Raises, 13 F 
Rao. Indu (secretary to Flair 
editor and publisher, Bom- 
bay), 14 J 
Ready, Catherine R. (assistant 
director, Education Service 
Department, Bristol-Myers 
Company) 
Views from the front office, 
11 8S, N: 10 J; 12 F; 13 M; 
8 May; 11 Ju 
Recipes, 60 O 
Reid, Mary Louise (Mrs, Ogden 
Reid), 59 O 
Reid, Ogden Roger (president 
and editor of the New York 
Herald Tribune). 2, 17 O 
Research project, 11 J 
Researching, 28 O 


Ritchie, Kathryn (secretary in 
Ogden Reid's office), 58 O 
Rollason, Peggy Norton, 
How to ask for a raise, 13 F 
and get it, 30 M 
How to conduct a research 
project, 11 J 
How to prepare a business re- 
port, 12 N — material for 
the printer, 22 O 
How to select the best tele- 
graph service, 18 D 
The long story of shorthand, 
25 A 
toss, Charlotte and Dan, 
The waiting Man, 39 J, 45 F 
Rudoy, Marion, 
The gleam of health, 26 Ju 


Salanne, Susanna (secretary to 
Helsinki prefabricated hous- 
ing sales organization), 14 J 

Salaries, 13 M 

Sanderson, Raleigh, 

Your boss’ best ambassa- 


Savage, Gloria (secretary to 
manager of Myrtle Bank 
Hotel, Jamaica), 2, 11 May 

Scent of savoir-faire, A, 24 D 

Schrader, Abe (president, Abe 
Schrader Corp.), 

The lunch hour, 12 F 

Schultzy, 2, 28 F 

Secretarial bookshelf, 62 S, 55 O, 
i2 N, 8 J, 10 F, 12 M, 5 May, 
10 Ju 

Secretarial jobs for men, 20 M 

Secretarial practice, see page 56 

Secretary, The, 

Appreciations by Lawrence A. 
Appley, 92 A; Franees F. 
Barth, 93 A; Anne Cronin, 94 
A; Karl P. Grube, 94 A; Ken- 
neth R. Herman, 92 A; A, J. 
Heyer, 93 A; Richard Hol- 
lerith, Jr., 94 A; Stanley C. 
Hope, 93 A; Russell Kelly, 94 
A; H. Wisner Miller, Jr., 93 
A; Lloyd M, Powell, 94 A; 
Mabel Purdy, 94 A; Amelia 
teichert, 93 A; Norma H. 
Rickmeyer, 93 A; Kenneth H. 
Ripnen, 93 A; Fortune P. 
Ryan, 92 A; Wm. A. Sheaffer, 
Il, 93 A; Madeleine Edison 
Sloane, 94 A; Cecelia B, Wind- 
er, 93 A; Philip M., Zenner 
92 A 

Secretary acts, The, 20 F 

Secretary in 
Bombay, 14 J 
Brussels Fair, 20 N 
Candy company, 13 J 
Chemical engineering and 

construction company, 16 J 
Construction sales company, 
14 J 
Diplomatic service, 17 S 
Editorial offices, 17 O, 14 J 
Education, 20 8 
Entertainment field, 11 D 
28 F 
Fashions, 15 M 
Foreign service, 20 N, 17 J 
He lsinki, 14 J 
High school office, 23 S 
IBM, White Plains, 13 
Jamaica hotel, 11 May 
Mexico City, 14 J 
News bureau, 14 J 
Newspaper office, 17 O, 16 J 
Overseas jobs, 20 N; 13, 17 J 
Photographe r’s office, 15 F 
Politics, 17 8S, 15 N 
Senator's office, 15 N 
Small office, 20 O 
Tokyo, 16 J 
United Nations, 178 
Vienna, 13 J 

Secretary on camera, 28 F 

Secretary talks, The, 16 D 

Secretary to 
College dean, 23S 
Como, Perry, 11 D 
Cummings, Bob, 28 F 
Dmitri, Ivan, 15 F 


Ju 


Dress designer, 15 M 
Fogarty, Anne, 15 M 
Hogg, Robert, 17 8 


Kennedy, John F., 15 N 

Overseas executives, 20N,13J 

Reid, Ogden, 17 O 

School superintendents, 238 
Secretary writes, The, 24 O 


Senator's clock-watcher, The, 
15 N 
Seniority-Bane or blessing? 2, 
16 Ju 
Seraphic Secretaries of America, 
76 A 
Seven lives of Emily, The, 15 F 
Shaneyfelt, Doris Dee (Ogden 
Reid's secretary), 2,170 
Shirker, The, 11S 
Shopping spree, 35 S, 36 O, 49 N, 
42 D, 53 J, 57 F, 53 M, 125 A, 
45 May, 51 Ju 
Shorthand, see page 56 
Shurtok, Bertha, 
Dateline: Brussels, 20 N 
Signs of spring, 26 J 
Silbert, Theodore H. (president, 
Standard Finance Corpora- 
tion), 
The coffee break, 11 N 
Silver, Kenneth (former public 
stenographer, now president 
of Services, Unlimited), 22, 
52 M 
Sivinski, Joan, 
The case of a letter, 14 D 
Keeping in shape—the twen- 
ty-day plan, 20 J 
Spring cleaning, 16 May 
Tips on tests, 19 Ju 
Slave driver, The, 468 
Smith, Roselle (secretary to 
U.S. executive director, Brus- 
sels Fair), 21 N 
Societies for business students 
and graduates, 109 A 
Sohn, Bernie (secretary-assist- 
ant in TV department of Wil- 
liam Morris Agency), 22, 49 M 
Something chic, something 
pretty, 26 F 
Something new, something dif- 
ferent, 34 F 
Soot, Gitta (office assistant to 
dress designer Anne Fogar- 
ty), 16 M 
Speakers’ rules, 278 
Spelling, see Business English 
page 56 
Spotlight on jewelry, 345 
Spring cleaning, 16 May 
Standish, Prudence (‘Chicago 
Daily News,'’ 1900) 
Office Manners, 15 A 
Starring: The office hostess, 2, 
18 May 
Starting on top, 28 N 
Statement of Ownership, man- 
agement, and circulation, 47 D 
Step lovely, please, 32 8 
Stokowski, Leopold: Notes from 
his secretary, 30 J 
Success of an idea, 64 A 
Suesskind, Emily (secretary to 
photographer Ivan Dmitri), 
2,15 F 
Sutton, Ethel B. (personal re 
lations McGraw-Hill Book 
Company) 
Job interviews, 8 May 


Take a letter, Mr. Brown, 2, 
20 M 

Talking well, important for sec- 
retaries, 16 D 

Teacher +secretary+editor 
author, 68 A 

Teachers associations, 56 N, 
109 A 

Technical terms in Gregg Sim 
plified: Civil engineering, 42 
J: Medical, 39 O; Plastics, 44 
F 

Telegraph industry, 49 A 

Telegraph services, 18 D 

Telephone industry, 49 A 

Tests and drills, see Flash read- 
ings, OAT and OGA tests 
Transcribing speed practice, 
Transcription projects, Typ- 
ing drills 

That business of education, 2, 
53 A 

Thoughtful Ada, 36 M 

Tilting scale, The, 2, 70 A 

T.1. P., 30 May 

Tips on tests, 19 Ju 

Title winners of the year, 64 S, 
56 N, 48 D, 56 J, 60 F, 48 May 

To make or break, 38 J 

To my valentine, 33 F 

Tomorrow's secretary, 92 A 

Transcribing speed practice, 45 
S; 470: 37 N; 33D; 37 J; 4 
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F, M; 89 A: 35 May: 17 Ju 

Transcription, see also Secre- 
tarial Practice, page 56 

Transcription error hunt, 14 D 

Transcription project, 49 (53) 
S: 49 (55) O: 38 (55) N; 34 
(47) D, 41 (52) J, 47 (55) F, 
14 (46) M, 36 (44) May, 39 (43) 
Ju 

Transcription Supervisors’ As- 
sociation of New York, 76 A 

Transcription tests, 45, 49 S; 

27, 47, 49 O; 37. 38 N; 33, 34 D 

37, 41 J: 43, 47 F; 43, 44 M; 89 

A; 35, 36 May; 37, 39 Ju 

Travel tips, 22 May 

Triple crowns, 34 M 

Trusting soul, 30 N 

Two steps to summer, 26 May 

Typewriters and Typing. see 
page 56 

Typewriting tests 
Arrangement, see OAT tests 
Speed, see Competent Typist 
tests 

Typing: Keys tos 

Typing drills, (accuracy) : 
(correcting copy) 21 J; (faulty 
technique) 21 J (numbers) 
21 J; (speed) 20 J 


I 


Ulrich, Florence Elaine 
Aim for the top, 41S 
Beginning of things to come 
33 N 
Competitors clash for Gregg 
honors, 39 M 
It's here—the 46th interna- 
tional OGA contest, 28 D 
A Matter of proportion, 31 
May 
Million friends, 85 A 
Plan for your career now, 43 
{) 
Results of the 46th annual 
OGA contest, 30 Ju 
Typing: Keys to success, 39 F 
Where are you heading? 33 J 
Up to her neck in news, 17 O 


Vacation with pay, 28 Ju 
Vacations, 11 Ju 
Vern (Clairol) 

Starting on top, 28 N 
Vacation tours, 2, 11, 19 May 
Views from the front office on... 

Coffee break, 11 N 

Job interview, 8 May 

Lunch hour, 12 F 

Office borrowing, 10 J 

Salaries, 13 M 

Shirker, 11S 

Vacations, 11 Ju 


Waiting man, The, 39 J, 45 F 
Walker, Josephine C., 

Only the beginning, 39S 
Stokowski, Leopold: Notes 
from his secretary, 30 J 
Watson, Doris (secretary to co- 
ordinator of U.S, Performing 
Arts program, Brussels Fair), 

21 N 
Watts, Andrew, 
The senator's clock-watcher, 
15 N 
We poll the panel on .. . Chang 
ing jobs, 22 Ju; New Year's 
resolutions and Office collec- 
tions, 22 J 
Well-heeled look, The, 43 N 
Wentzell, Jacquelyn, 
of saying, ‘‘No,’’ 2, 


» art of saying, ‘‘Please,”’ 
18 F 
The art of saying ‘Thank 
you,” 20 Ju 
What's your SEQ? 26 O 
Where are you heading? 33 J 
Where to buy, 57 S, O: 47 Oe i 
51 F; 52 M; 37 May; 49 Ju 
Will the computor be the secre- 
tary’s best friend? 97 A 
Women workers, 9 D, (1890- 
1960), 70 A 
Wood, Rosemary (secretary in 
Vice-President Nixon's office), 
17, 24N 
Woodman, Rachel, 
How to reach the top, 43 Ju 
Word teasers, 51 (55) S. 54 (55) 
O, 48 (55) N, 51 (52) J 
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Yarosh, Nancy (secretary to 
District Superintendent of 
Philadelphia school system), 
228 

Yesterday's secretary (photos), 
32, 35, 62, 67 A 

You're on your own, 48 S$ 

Your boss’ best ambassador... 
59 A 

Yours for the asking, 6 A 


BUSINESS ENGLISH AND 
CORRESPONDENCE 


Abbreviations, (spacing) 6 Ju, 
(weights and measures) 8 §S 

Affect or effect ->80 

Amount and sum, 6 Ju 

Apostrophe, 6 D, 45 J 

As long as or so long as’? 6 May 

Bad or badly? 6 Ju 

Balance or remainder? 6 M 

Between or among? 78S 

Capitalization, 40 N, 6 F, 7 Ju 

Comma in dates, 6 May: with 
explanatory expressions, 6 F 

Company names, singular o1 
plural? 8 M 

Coope rate, co ope rate or coop 
erate? 7Q 

Correct usage, 6 F, M, May 

Correspondence, 62 8S; 34 0; 18, 
1i2N: 8 J: 18 F; 59, 60, 110 A, 
10 Ju 

Counc il or COuUNSE l 4 12 Ss 

Dash within parentheses, 7 M 

Definitions, 51S, J 

Division of words, 53 F 

Due to or because of, 7 J 

Enumerations, Punctuation for, 
15 J 

Error, mistake, blunder, 7 J 

Examples of letters, good and 
bad, 19 N; 19, 53 F; 61 A 

Excuse me or pardon me’? 6S 

Forgot or forgotte n? 6F 

Got or gotten? 6 F 

Guarantee and guaranty, 7 J 

Has or have’? 68 

Hyphen or apostrophe in meas- 
ures of time? 45 J 

Hyphens, 7 O, D; 45 J 

In regards to,7 Ju 

Invitation acknowledgments, 6 
F 


Is, or will be, appreciated? 6 J 

Joint signature of husband and 
wife.6 D 

Language facility, 24 O 

Letter writing, see Correspond- 
ence 

Letters, good and bad, 19 N; 
19, 53 F; 61 A, 10, 20 Ju 

Master's degree, 7 Ju 

Me, myself, or 1? 6 O 

Minutes, singular or plural, 7S 

Mr. and Mrs. not dropped on 
form letters or envelopes, 6 F 

Mr. with a title following name, 
68 

“No” letters, 18 N 

One of the few,6M 

Per cent or percent? 8S 

Period, between syllables in 
Webster dictionary, 6, 53 J 

Possessive nouns in names of 
organizations, 6 D 

Pronunciation, 48 N 

Punctuation, 70; 40 N: 7D: 45 
J; 6, 53 F; 7 M, 6 May 

Quantity, 6 M 

Quotation marks, 40 N, 6 F 

Re, hyphened or not? 6 O, 7 D 

Salutation for an attorney, 6 J 

Singular or plural? 6, 7, 8 S: 
6,8 M 

Sometime or some time? 6 May 

Spelling, 5, 8, 12 S; 8, 540; 7,8 
J;6M 

Syllabication, 8 J 

That, who, which, 6 F 

Therefore,6N 

Up to date or up-to-date? 6 O 

Vice-president or vice presi- 
dent? 128 

We forI,6J 

Who, which, that, 6 F 

Worth while, worth-while, or 
worthwhile? 6 M 

Zeugmas, 8 O 


SECRETARIAL PRACTICE 


Adding to your ‘‘Know how,” 


510 

Answering letters by notation 
on original, 45 J 

Changing wording dictated, 7 
May 

Checks, History and methods of 
processing, 5 May 

Communication responsibilities, 
510 

Corporation, incorporated, com- 
pany, distinguished, 6 N 

Correspondence manual, 42 N 

Discouraging someone else from 
using your typewriter, 7 Ju 

Distinguishing between man 
and woman dictators when 
first name is the same, 8S 

Duties of a secretary, 62 S, 27 
O, 20 F, 42 A, 18 May 

Envelopes for each purpose, 248 

Etiquette, 22, 42 N; 6 F; 15 A; 
18 May 

Filing, 12S: 8 J: 7,11 M: 7 May 

Hand etiquette, 42 N 
Housekeeping’’ duties, 27 O 

Identification initials, 6 S, 7 D, 
60 A 

Inside address, 7 O 

Integrated data processing, 102 

A, 13 Ju 

Introductions, 23 N, 18 May 

Letter styles, 61, 110 A 

Letter writing, 62 S; 34 O; 18, 
i2N:;: 8 J; 18 F; 59, 60, 110 A 

Letterheads, Which to use, 8 S 

Mail, a problem when opened by 
boss, 7M 

Mailing procedures, 26 S, 51 O, 
111 A 

Married women's work prob- 
lems, 5 May 

Medical assistant, 62 S 

Miss, Mrs., or Ms.? 40 N 

Mr. in interoffice memos, 12 S 

Money. Expressing large sums, 
7F 

Numbers under 10 or under 100, 
6 D 

Numerals in dates, 7 N 

Office hoste ss, The, 18 May 

Organizing work, 26 O, 43 Ju 

Part-time and temporary jobs, 

5, 56 J 
opies, 15 J 

: ase’ letters, 18 F 

Postage rates, 26S 

Programming, 102 A 

Projects, 33 J 

Proofreading transcripts, 14 D 

Qualifications for secretarial 
jobs, 8, 20, 38, 62 S; 43 O; 33 
J; 13, 2 F 

Reference books, 28 O 
teservations, 6 M 

Salutation for letters to “Office 
sens Oe 

Secretarial procedures, 26 O, 
10 F 

ecretaryship a profession? 7 N 

igning your employer's checks, 
sO 

Speaking well, 16 D 

Standards, 21S, 16 D, 13 F 

Stapling two-page letters, 45 J 

Streamlining executive's work- 
load, 5 May 

Summer placement directory, 
10 F 

Telephone techniques, 7, 22 N 

Transcription, 14 D, 33 J 

Visitors, 18 May 

Voice modulation, 16 D 


Ss 
Ss 


SHORTHAND 


Certificate of Vocational Compe- 
tency, 33 N 
Dictation, 7 S, 27 0,113 A 
Dictation records and tapes, 113 
A 


English shorthand systems, 25- 
27,112 A 

Experiences recounted, 43 O, 
33 N, 39 M, 85 A 

French shorthand, 26, 112 A 

German shorthand, 26, 112 A 

Gregg champions, 65 A 

Gregg shorthand, 26, 112, 113 A 

History of shorthand, 25 A 

Machine shorthand, 113 A 

Penmanship analyzed, 85 A 

Proportion, 31 May 

toman shorthand, 25 A 


Shorthand authors, 
Dr. Timothy Bright, 25 A; De 
launey, 26 A; Emile Duploys 
26 A; Franz Gabelsberger, 26 
A; John Robert Gregg, 26, 2 
112, 113 A; Thomas Gurney, 
26 A; William Mason, 26 A: 
Benn and Isaac Pitman, 26 A 
Prevost, 26 A; Jeremiah Rich, 
26 A; Saint Cyprian, 25 A; 
Seneca, 25 A; Stolze 26 A: 
Samuel Taylor, 26 A; Marcus 
Tullius Tiro, 25 A: John Wil- 
lis, 26 A 

Shorthand for the millions, 63 A 

Students’ accomplishments, 3% 
N. S85 A 

Style suggestions, 39 M 

Televised shorthand 
113 A 

Timing dictation, 7S 


classes, 


TYPEWRITERS AND TYPING 


Accuracy drills, 20 J 

Air mail and Special Delivery 
notations on letters, 6 N 

Alignment test, 17 May 

Artyping, 10 Ju 

Automatic typewriters, 121 A 

Blind-copy notations, 7 F, 
May 

Business reports, 12 N 

Carbon-copy notations, 7 F, 17 
May 

Carbon-copy problems, 8 M 

Cleaning the typewriter, 17 May 

Company name in signature to 
letter, 7 D 

Correcting carbons, 17 May 

Do's and don'ts, 39 F 

Electrics talked of in the 
121 A 

Employment tests, 19 Ju 

First typewriter, 29 A 

Height of desk, 17 May 

History of the typewriter, 29 A, 
5 May 

Interstate Life (Chattanooga) 
typing award winners, 39 M 

Kindest regards, Position for, 
8 M 

Manuscript typing, 22 O 

Margins, 17 May 

Millions, How to type, 7 May 

Neurotic typewriters, 39 N 

Office of the President, Where 
to type on letterhead, 6 J 

Placement of letters, 17 May 

Portables, 120 A 

Posture, 16 May 

Proportional spacing, 121 A 

Quoting material in typing legal 
documents, 6 J 

tesumé, How to insert the ae 
cent mark, 7 O 

Sales practices then and now, 
120, 121A 

Separating parts of a name in 
typing,6 M 

Single or double spacfng in ad- 
dresses, 40 N 

Spacing abbreviations for more 
than one word, 6 Ju 

Speed drills, 20 J 

Speed typing in the early days, 
31 A 

Stationery-drawer arrangement, 
17 May 

Statistical typist, 8S 

Technique drills, 21 J 

‘‘Treeing,’’ 45 J, 17 May 

Typewriter inventors (Henry 
Mill, William Burt, Christo- 
pher Latham Sholes), 29 A 

Typewriters (1867-1914), 
Crandall, 30 A; Densmore, 29 
A; Hermes, 31 A; Olivetti, 31 
A; Remington, 29 A; Royal, 
31 A; Sholes-Glidden-Soule, 
29 A; Smith, 30, 31 A; Under- 
wood, 31 A; Yost, 29 A; Yu 
Ess, 30 A 

Typewriting tests, 43, 44 S: 45, 
46 O; 35, 36 N; 30, 32 D;: 35, 36 
J; 41, 42 F; M; 87, 88 A; 33, 34 
May; 00, 00 Ju 

Typing a telegram without re- 
moving other work from type- 
writer, 7F 

Typing, a success factor, 39 F 

Typing tips, 10 F 

Wrinkled carbons, 45 J, 17 May 


TODAY’S SECRETARY 











